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APPLICATION FOR RECORDS RETENTION SCHEDULE DR O e D BiSToRY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—°M—" for instructions on completeng this form. .Forward signed original to -
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section, :

FOR AGENCY USE 1. Agency Address - o : ’ FOR RECCRDS MANAGEMENT USE °

Application Date Department of Education - : o - | Application Number

Office of Admmlstrative Services 77—. 382' A

233 State Office Bu11d1ng

Applicatioﬁ Number Date Received - Date Completed =
. - Atlanta, Georgia -
| | fi-2v-8 | J-29-F]
2. Person to Contact : : ' Workmg Tltle - Telephone Number
Mary Anne Bauer : _ "~ Principal Secretary 656-2438
3. Action Requested . - S
a. [ Establish Retention Schedule; record will continue to accumulate , Merge 77-383 into 77-382
b [1 Dispose of present accumulation; no further accumulation anticipated. : and void 77-383,
'@ Amend Application No. 77-382  Check One: I8 Change; [1 Supercede; O Void
4, Dates of Series 5. Records Series Title (fo/lowsd by title used in off:ce if d.-fferenr}
Earliest Latest _
1961 N To Date Office of Administrative Services Subject Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Adminstrative Services is responsible for providing supportive services to both
the State Department of Education and local school systems through Fiscal Services,
Facilities and Transportation, Regional Education Services, Public Information and
Publications, Public Library Services and Local Systems Support, including School.

Food and Nutrition, USDA Food Distribution, Statistical Services and Textbooks.

4

7. Record $eries Description This file contains the followmg documents (mclude form numbers and titles, if any):
TF Attach samples of the file. _

Docume-hts refating to:
‘ ' directing and coordinatlng supportive services by the Assoclate State

Superintendent of Administrative Services.
Inciuded are:

Correspondence, mefnoranda, reports, proposals,.pamphlets, legal documents,
analyses, schedules and any other type of record pertaining to the function
of the Office. Not included are local school system files. :

numerically by unit number: (1) Department of Education files, including
State Board; (2) Office of Administrative Services files. * alphabetically
by subject: General Sub_]ect Files,_chronologically by year ~Revenue . -
Bond files (1961-76 Only) . ' . ;

File is arranged:

8. Monthly Reference Rate How often are records referred to whnch are: ,
Dnetosixmonthsold _______; Seven totwelvemonthsold —___; Thirteen to twenty-four monthsold m—
| __twenty-fivemonthsand older - ? “

8. Annual Rate of Accumulation of Records

- Letter-sizedrawers .= - __.; Légalsizedrawers 3 ; Shelves_____:Dther {sﬁecify}

A

- AR=50-71; Rev.76 TS R (Over)

- i




YES | NO | 10. Questionnaire {Piace an "X in the proper column}

*;—-T-'.\r-.-_'f-
a, Is this the official copy of the series? ' '
i not, where is it? :

b. Does the serues contain coﬁtidenti,al information requiring security handling? If yes, c'ite law or regulation.

!
y

i

< <

. Is this a vitai record?

X d Does this series have historical or long term research value?

) e, When one or two documents in the file make it necessary to keep thé entire file for a long period, could these
N/ ! documents be scheduled separately? 2 B '

f |s tﬁe uﬁgrmgt:on contamed in this series ever Qubhghed? If yes, gttach copy.

R

g Is the lﬁ'formatlon contained in this serles ever analyzed and/or recorded in a summarized report?
If ves, attach copy.

h. Is there a duplication of thls series in your offlce or in another office or agency?
__1f ves, where? :

i, s this series for a major Dortfon of it) regularly microfilmed?

| PR P g | e

L._Does the record series result in a computer printout?

11. Retention Requirements - _ The following requires the senes to be kept

a. State Law a - years. - d. Ahdit period

b. Statute of limitation : years. " e. Administrative need . 2+

¢. Federal law : years. f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

years.
years,
years.

12. Approved Di‘sposition Ihstrdctions . ' This agency recommends that the flle sertes be cut off at the end of each:

Hold in the current files area ———month{s} ___2 _.____vyear(s); then
O Transfer to local holding area; hold __________vyear(s); then

O Transfer to State Records Center; hold ___. .~ vyear(s); then

O Destroy.

& Transfer to State Archives for permanent retention.
O Other (Specify)

-~

These instructions apply to all prior and future accumulations of the series. 3

[ Calendar Year; [] Fiscal Year; D Other _____then,

M | 'Ldeu%—w \J\;_BMW -‘ 1-6-?[

Recommendations in péra-
graph 12 are approved, State Auditor/Qesignee

{if disapproved, attach letter

of explanation.) Secretary esignee | -26-%])

R—
AR-50-71; Rev.76 . (Fluwrse sme)

Fd .
Aitornev General/Designee L\w/ : . [ - y ~?/
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s e OFFICE OF THE SECRETARY OF STATE
. APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
) RECORDS MANAGEMENT DIVISION
INSTFIUCTIDNS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Dwusnon 330 Capitol Avenue Atlanta, Georgia, 30334,
Attentlon Scheduling Section.
FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE __
Application Date ; Application Numbar
‘Department of Education
November 30, 1977 | ‘Office of Administrative Services T77-3%82
Apptication ‘Number 233 State Office Building ‘ Date Received Date Completed
18 Atlanta, Georgia 30334 pre 1 1977 !JAN 8 1978
2. Person to Contact ) ‘Working Tite S Talephor;;l‘\l;l;hrl;er"
Mary Calhoun Administrative Secretary = 656-2438

=IQEFAcrt;cm Reqliested
8. [® Estabusn Retention Schedule: record will continue to accumulate.
b. [ Dispose of present accumulation; no further accurnulation anticipated.
¢.. O Amend Application No. Check One: 0] Change; (O Supercede; TJ Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
1961 ] To Date OFFICE OF ADMINISTRATIVE SERVICES SUBJECT FILES

8. Division and Office Function "What is the function of the Division and the Office in which this record series is created? T

oy

The Office of Administrative Services directs and coordinates supportive
services to both local school systems and the State Department of Education through
a variety of activities including, but not limited to, planning and evaluation,
school food services, school plant services, school transportation services, liaison
with local school systems, accounting services, grants management, financial review,
EDP systems and procedures services, surplus property services, publications and
information services, and general services.

7. Record Series Description This file contains the following documents (include form numbers and titles, if any):
o Attach samples of the file.

Documents relating to: directing and eoogdlnating sypportive serv1ces to the DepartmenE of Educatidn.,

D770z of AST Tst ety e Trzp,excel Y Loislos ol s ter @l e @m0 v Flleg
Included are: reports, forms, pamphlets, legal documents, analyses, schedules, proposals, and
any other type record relating to Departmert of Education. . Not included are loc¢al -

§chool system and correspondence files.

File is divided into four sections:
Revenué Bond Files,-arranged chronologically

Civic and Professional Files, arranged alphabetically.

.-7 #Qefieral Subject Files, arranged alphabetically.
 State Board of Education Files, arranged chronologically.

i - .
L -

i

| ST : - .

8. Monthiv Raferanca Rata How often are records referred to which are:

One to six months old__3  ; Sevento tweive months oid ___2 _ ; Thirteen to twenty-four monthsold —__1__;
~twenty-five monthsand older___« 7

; Other (specify) 2 linear ft. PUbf.___
lications, eté.

9. Annual Rate of Accumulation of Records _
Letter-size drawers —______; Legal-size drawers _..___2_____4..; Shelves

-

—eed

AR—50-71; Rev.76 ' tOver)
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| YES | NO 10 Questlonna:ra (Pfaoe an ")(” in_the | proper ooiumn} ‘ . . ) s
X . Is this the official copy of the series? P tL :
I ++Jf not, where is jt? ‘ ' ws P .
% b, Does the series oontam oonf:dentlal mformatuon requiring security handling? If ves, mte law or regulataon .
.:, X | e Is this 2 vital record? ] ‘.
X i d Does this series have historical or long term resesrch value?
< e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
U N iosunjs__smse_dgjg.d_sgparatelv?
-L__f,(‘,ls_g formatjon gontained in this series ever published? If ves, attach copy, - ]
_ ~9.« Is&he Informatien contained in this series ever analyzed and/or recorded ina summarlzed report? h )
| .X | __Ifves attach cooy. - ::
h. Is there a duplication of this series in your office, or in another offtce or agency?
|| X | ___If ves. where _
11X ] mwwmm;mmﬂmmmﬂ . —
X _1 _i.Does the record series result in a computer printout? - e
{ 11. Retention Requirsments The following requires the series to be kept:
a. State Law 0 years. d. Audit period 0 _.years,
b. Statute of limitation _ 0 years. . e. Administrative need o 2+ years.
c. Federal law Y . years, f. Faderal retention instructions 0 y8ars.

Attach copy or excerpt of laws or reguiations. Explain adm:mstratwe need.,

These records are needed in the office for the general administration of the
Office of Administrative Services for two years. Their availability at a remote
location 1s needed for an indefinite period beyond this.

12. Anor;yigbispoéiiion Instructions Thls agency recommends that thé file series be cut otf at the end of aach
T1 Calendar Year: nFumI Year a Other e ___ -then,

® Hold i in the current hles area . _monﬂﬂs} 2.,.____ year(s}; then

O Transfer to local naiding aréa, hold _.,_...__.___.vear{s) then - e e e e e
O Transfer to Staté Records Center; hold “year{sfithen” . . 7 77
O Destroy. : ) R ' ' a

® Transfer to State Archives for permanent retention.

O OQther [Specify) .‘

These instructions apply to all prior and future accumulations of the series.

o T T ST . . TN
<

T Date . | Records Management Officer (Signarural .  Date
1123 /; Wath.., X___BW andrnee | - 9.7
/ State Records Committes 0{Signa ture) Date

Recommendations in para- ' ' :

graph 12 are approved. State Auditor/Designes W o D e 7?

(If disapproved, attach letter > v [ :

of expfé‘naﬂon) . Secretqwgateloesignee &MA@ Mé ¥ '~ N
Attorney General/Designee | . / / / % ;-;[;Q M VAR S ,\fﬁ

AB—50—71: Rev, 76 [Revarsa Side)




